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CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Human Resources 
	SERVICE GROUP: Business Support

	POST TITLE: Mail Distribution & Print Officer
	REPORTS TO:  Mail Distribution, Reprographics & Bulk Print Manager 

	GRADE:  Band 7
	SAP POSITION NUMBER :


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  

	Key Purpose of Post: 

	The postholder will assist in the provision of a comprehensive, flexible, effective 
and efficient incoming and outgoing mail service for the Council, applying a 

developing digital mail room approach. 
The postholder will be required to provide a central bulk printing, reprographics
and hybrid mail facility, applying technical knowledge to enable the service to be 
tailored to the individual requirements of each service whilst adhering to strict 

statutory deadlines. 

     To provide prompt information, advice and statistical data to a wide range 

     of internal and external service users and for the production of 

     management reports in line with Internal Audit and Information Governance 

     regulations.

	Main Responsibilities of Post: 

	To provide a wide range of administrative functions, supporting the continuous development and enhancement of the Business Support service. 
1) To open on-site premises, holding keys and alarm codes, lone working at times, to take delivery of incoming mail at 6.40am.   
Responsible for closing of onsite premises, holding keys and alarm codes for 14 on-site council units with lone working at times. 
2) To count, sort and security scan all incoming mail for up to 130 departments and services, to be ready for delivery by 9.30am. 
3) To prepare all outgoing mail on behalf of other services, using a detailed knowledge to determine the best possible postal service to use. This will also include bulk mail, parcels and other ad-hoc items which must be sent via the most appropriate mail delivery supplier, e.g. Royal Mail, Parcelforce, DX Mail, using the lowest tariffs available.  Assist in identifying areas of expenditure that could be reduced, providing information and advice to service users in relation to the most cost effective way of printing and posting. Providing guidance on best practice to all areas of the Council, with a view to developing a digital mail room approach.  
4) To be customer focussed and respond to enquiries from both internal and external customers relating to all aspects of the mail and print service.  Provide a centralised bulk printing and hybrid mail facility using bespoke systems and printers, for both internal and external customers. Monitor and deal with large volumes of print requests, queries and correspondence to dedicated email inboxes and shared folders. Print and process mail merge documents from different databases, extracting and manipulating data where necessary
5) Responsible for bulk deliveries, moving goods and loaded pallets safely and securely by driving and operating a fork lift truck or pallet truck. Monitor and maintain large stock of paper and envelopes.    

6) To access and manage extremely sensitive, highly confidential, personal, financial and political information to ensure compliance with appropriate legislation including the Data Protection Act, Child Protection Act and GDPR principles. 
7) Working to strict statutory deadlines, envelope large volumes of printed documents using specialised mail finishing equipment and machinery. To participate in external training programmes in order to set up, calibrate, programme, merge documents using 2D Data Matrix barcodes and to perform routine maintenance on the equipment. To be able to finely set the double detection in order to prevent data breaches. 
8) Create auditable paper trail documentation when processing cash and cheque payments, ensuring all financial documentation is accurate, organised and in line with working practices. Ensure all financial regulations, key controls and correct procedure is followed with regards to the security of cash handling, assets and premises, preventing fraud and safeguarding the physical transfer of received funds. 

9) To reconcile printed output with figures supplied from different systems, including Civica and SX3, providing a full audit trail and enabling the production of management reports and statistics.
10) Print and collate large volumes of documents and reports at short notice to strict 
statutory deadlines for Full Council, agendas, Executive Committees, and all other Committee agendas and minutes. 
To provide a full Reprographics service printing from different platforms including 
but not limited to, email, Adobe, Sharepoint, Word and Publisher.  To provide a photocopying, cutting, collating, comb binding and laminating service. 
11) Reconcile General Payment and Council Tax refund cheques using the SAP finance system. Amend rotas, organise workloads and deputise in the absence of the Senior Mail Distribution and Print Officer.  
To undertake calculations and provide accurate information for recharging purposes. To provide quotes for non routine jobs to both internal and external customers. 
12) Demonstrate and regularly cascade new processes within the team, providing one to one training and support to new and casual staff. Provide specialist guidance and advice to less experienced staff using mailroom machinery. To participate in training and development programmes as required, particularly in IT development, maintaining  personal and professional development in order to meet the changing demands  of the post 

13) To operate High Volume Kyocera Bulk Printers and associated queue spooling software including troubleshooting of print issues to establish whether software or hardware issue and where possible resolve issue or work with other organisations to resolve
14) Monitor and reorder paper stationery as required including logo paper and cheques.  Monitor and reorder any consumables required for bulk printing
15) Liaise with other service departments including technical development regarding Bulk Printing Operations.  Manage all end to end document production including formatting, print scheduling and quality control.  Attend meetings when required  To undertake any other duties commensurate with the grade and overall level of 

 the post which may involve work which is of a more varied and less routine nature.


	Structure:

[image: image1]


	Special Knowledge Requirement. Will be used for shortlisting. Max 10 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the post holder is required to meet the Lower threshold level – where the person is able to demonstrate that they can during the interview: 

a) Use a wide range of simple words and a standard English sentence structure to express and maintain a flowing conversation with the ability to express and make themselves understood.           


	X

	Works within GDPR and maintains confidentiality when dealing with  sensitive information,  securely maintaining records and documentation. 
	X

	Uses knowledge of Health, Safety and Environmental policies, procedures and regulations including risks in own area of

work including but not limited to mailroom machinery, industrial ladders, sealing and cleaning solutions, lubricants. 
	X

	Uses a range of complex IT packages relating to area of work, including Adobe, Sharepoint, Publisher and other Microsoft Office applications 
	X

	Ability to adopt a process of continual improvement and suggest ways of

working more efficient and effectively to improve service delivery.
	X

	Knows and understands how to use, interpret, handle and communicate

information
	X

	Carries out a variety of working practices, applying rules, procedures and processes across a wide range of administrative functions and specialist areas. 
	X

	Ability to manage time and work within strict deadlines, prioritising workloads
	X

	Able to communicate appropriately, effectively and use sensitivity and discretion when dealing with issues of a confidential nature.
	X

	Completes clerical and administrative work with accuracy and attention to detail
	X

	Able to work flexibly and demonstrate the application of technical knowledge in order to accommodate the needs of different service users. 
	X

	Relevant experience requirement: Will be used for shortlisting


	Demonstrable office/administration experience

	Mailroom or printing experience is desirable, including awareness of suspicious packages and knowledge of modern mailroom machinery. 
Knowledge of SAP would be desirable. 

	

	Relevant professional qualifications requirement: Will be used for shortlisting


	3 GCSE’s at Grade C or above to include English and Maths

or NVQ Level 2 in Business and Admin

	

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.

Must be willing to undertake accredited Fork Lift Truck training where required. 



	Special Conditions: 

	Must be able to undertake manual handling relating to large volumes of print, heavy 

parcels and large deliveries of stationery.  

You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.

	

	Compiled by: CT
Date: 17/04/25

	Grade Assessment Date: 05/05/2025

	Post Grade:






Mail Distribution, Bulk Print and Reprographics Manager











Senior Mail Distribution & Print Officer











Mail Distribution &  Print Officer (x6)











Mail Courier x4


Casual Mail Couriers 
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